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POUCH LETTER TO ALL 5B KISSIONS KT TRANSFER OF S8U OVERSEAS MIssicls To cIg

SUBJECT: Detailed Procedure for Liguidstion of SSU Activities Overseas

le Reference Cable {WASH 2689 dated 6 September 1046 simed by the
Direstor, S8U, sdvising that all 55U oversess esteblishments will be liquideted
8t cloge of tueiness on 19 CQotober 1846,

2. Every effort was made to include as many essentisl instructions aa
were necessary in the above osble. However, the procedurss below are intended o
supplement in grester detell those which were mentioned in the above referred to
cable. In some cases, there may be slight dupliontion,
PERSONNEL

CIVILIAN EMPLOYEES

- 3+ 1n erder to faollitets the separssion of present S elvilien personnel
oversees and to ascomplish the appointment of seslected Individuels to the CIG, it
hes been determined thai all employees so seleated will be appointed ut their present
grose snnual salarys, After such appointments have besn effectied, an organizational
review of the individual positions end incumbents will be made by the Personnel
Division, Washington, and adjustments, where necessary, will be made on the basis of
assipned dutles and responsibilities.

4+ To osrry out the provisions of the liquidstion smd adhere to existing
resuletions, it is necessary for the Chief of Misaiom or his authoriged rapresentative
to issue & termination notice {eopy sttached) to ell civilisn employess. This letter
mist be delivered to the employse not later then 15 September, which is 30 days prier
to the effeetive date of terminetlon, end to be effective as of the olese of business
12 Detober 1948,

§» Any olvilien employees under your jurisdistion who are not to be appointed
%o CI10 should be returned to this headquerters by the fastest svailebdle surfece trans-
portation. Military transportetion should be ueed et no cost to 88U whersver posgible,
1a any event, all suoh employves should be enroute to the United States by 1 October
1848, In the event arrival in the U.8. doem not take placs on or before 18 Qctober
1948, extensions of the effeotive date of terminmtiom will be imsusd by the Washington
Office,

8, In order to accomplish the sppointment of employees %o the (IS so as to
prevent deley in paymente of salary, sallowances, eto., the followlng forms must be
completed or signed acoording to the following instruotions, and returned so as e
resch thls office not later than 1 November 1948

(a) Personnel Action Reguest - Form #37-1 ~ All of the information which
can be supplied by this offioe %ﬁl be inssrted on the face of the form. 1t
should be reviewed, information sdded where reguired, and signed by the employee
sonearned. Likewise, s canplete statement of the duties performed by the employes
should be given on the reverse under "Job Deseription”, using the spaes under
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"Speoial Qualifiostions™ if necessary (See Far. 8(b) below). The completed
Torm should then be reviswed and signed by the authorized offficiels at your
headquerters. It is requested that ne chanzes in deduction, payments, or allote
ments be made at this time. The original end one copy, both signed, must be
returned to Washinghon,

(v) Appliocation for Federal lo t - Btandard Form /67 -~ This form
should be somplete duyp y the smployee scoording to the printed ine
structlons and sttmched to the "Fersonnel Action Reguest”, The use of this form
will eliminete the necessity for a statement of "Special Qualiffostions”, which
is oalled for on the "Persomnel Action Request™. Both ocoples muat be returned
to Washinghon, :

(o) Combined Onth, Affidavit, Deolaration, ete. - Somaderd Form g’f!sslo. -
411 required Informetion on both sides of this f":{m should be supplied by the
smployee who 1s to be appointed to the 0I8, This form should net be signed prior
to the effective date of appointment, 20 Uotober 1948, end the signaturs should
be witnessed by any Officer who is authorised %o adminisbter omths.,

(d) Latter of Appointment - The letter of sppolntment sheuld he completed
from the informatlon conteined on the "Perswmnel Achtion Request”, and smigned by
the Chief or Acting Chief of your mission or station. Concurrently with the
execution of the Oath, the employee ghould be given the letter of sppointment.
After beooming smoguainted with 1ts coutents, it should be sligued by the employee
as evidenes of the modeptsnce of the terms of appointment end should be sthached
to the other forms for transmitial e Washington,

(e) Leave Transoript - Complete information regarding unused lsave balances
standing to the oredit of both vouchered end unwuohemd/m&playaas to be appointed
to CI0 mart be supplied and tranemitted with the other required forms. (See
Perdgreph 11).

(f) Employee's Withholding Exemption Certificete =~ Form ‘W-4 - For
those erployees whose status will req r s 10 Ave been prepared
in thig office and are enolossd, Thoy should be signed by the smployee, attached
to the ether forms, and returned to Washington,

(¢} Bond Deduotion Form ~ Treasury Dept. Form #3264 = Porms will be
prepared In this offios For Lhos® now su‘ba; crgxing tond deductions, The form
should be aipgned by the employes for trengmittal to Washington, It is desirsble
that no dhanpges in amount of dedustions, eto., be made et this time in order that
delaye will not result in effecting payusnts of salary. Outstanding individuel
bond deduotion belsnces on vouchered employees as of 15 Ootober will be refunded.

7¢ As ststed in Paragraph § above, it is absolutely essentlel that all of
the forms disougsed in thet paragraph bs signed by the employee md/er the authorized
officlala of your hesdquartere, and bransmitted in the required number of sopies vias
alr pouch to Weshington so us to arrive not later then 1 November 1848. Sinoce a great
amount of review will be required, eny delays 1n reseipt I omuge ocorresponding
delsys in payments of salaries and sllowances. '

MILITARY AKD WAVAL PEROONNEL

TERQO L &s» When the information requested in our Ceble :5§WM%_1LMJg¢1gQ
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FINANCE
PAY ROLL

10« Al oversess gelary payments and all living and quarters allowances due
voushered funds employses will be paid to them on the regular pay roll for the peried
ending 0B 19 Cctober 1943, Since this will represeat the finsl peyment of overseas
salary and 14Q to the employes by the 55U, it ig supgestad that oversseas Pinsnoe
Offioers meke m complete audit of past puymente to the employse to be sure thet the
final payment is sorrsat. The finel pay roll should contein the notation thet the
employees listed thereon were terminated as of COB 19 October 1948, 4ll emplovees
leaving Washingbon on sid alter 10 Beptember for du overaeas will be placed on
Spealel Punds payroll prior to their departure,

1l. A1lleave earmed by S8U exnployees should be computed by the oversess
Finance Cfficers end the helancs of unused leave as of 0GB 19 Ontober should be reported
on “Lesve Transeript®, form etteched, In cases where the unused balsnoe of lesve stend~
ing to an employee's oreditis not avallable, then the date of his entrance on duty or
arrivel at overseas post will be shown end the emount of leave teken while st his
overseas post will be indicated., Ons oopy of "Lesve Transoript™ will be retained by
the field Misaton and the originel forwarded to the Fiseel Division, Washington, D.C,
A leave trensoript mist be furnished to Washingbon oovering thoss employees who are to

be rdturned to the U.9, Thie transeript mst be forwerded to Washinpton simulteneously
with departure of employeeg.,

AGREEMINTS AND QONTRACTS COVERINC RECURRING SERVICES

124 ALl formal or informal centrasts or egrosments govering reaurring servicss
such as rents, ubilities, eho. i whioh wére sxecuted In writing in the name of the
SSU and paid from vouchered fundg st Be terminsted in writing effeotive not later
than COB 19 Oetober 1948, Whers neosesdry the terminetion date may ooinoide with the
nd of & pay period under the osontraot provided such date is not later than 12 October.
The services themselves may of sourse be continued end paid for from CIG Speoial Fundse
Care should bs exercised inm terminating’ sontracts and mgresments to bo sure that rew
newels or eontinuance of the services afe possible, and to prevent any loss or dis-
advantage to the government through saorificing rent edvences, desirable terme, etos
(For Speeisl Funde ocontracts ; 888 Paragraph 40.)

LIQUIDATION QF 85U OBLI GATI ONS

13+ Iumediate efforts should be made to sottle all outstending obligations
againgt the 88U, A4ll outetanding obligations incurred by 88U prior to 20 October 1946
should be paid on or bufore 31 Ogtober 1946 from 88U Bmlances in the fisld. On 1 Wovember
1946 all peid vouchers re resenting expenditures of ¥YoMshered funds should be forwarded
to Washing¥on with = Spaagal Transmittel Letter in the ugusl manners After 31 Qotobar
any vouohered funds ebligations which are presented for payment in the field will be
forwarded on to Washington for settlement,
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14, In the omse of vouchered funde employees who are under E8U orders in &
travel status as of midnlight 19 Qotober 1946, the 5% orders will ceaze to be effective
as of 12101 AM 20 October 1948 and all expenses ilncurred after that time will be paid
from CIG funds. Under no oiroumetances will travel expenses incurred in traveling for
the 88U before 20 October 1946 be ineluded on the game vwoucher with travel expenses ine
ourred on and after 20 OCotober 1948 for the (IG, As previcusly instrusted by oable,
every effort will be made to restrict travel of employvees, except terminsted 58U em-
ployees enroute to the U,B., during the month of Ootober to prevent confusion in cone
neotion with thelr termination by S8U and appointment by CIG,.

PROCU REMENT

25X1

16+ Stations and missions should continue to foreeast their requirements for
all types of equipment mnd supplies which are not procurabls looslly and forward
requisitions oovering such requirements to Washingbon.

17« As of 20 Qctober 1948, mizsions end stations ere required to take a com-
plete and acourete inventory of sll sxpendsble and nonexpendable property. The inventory
should be teken by lecation and forwarded in duplicate to Washington. A sampls of

iz sttached, This form may be
yeproduced in the Tield, 1[his report must bo signed by the Chief of Mission,

25X

. TRANSPORTATLCN

38+ It is expected thet the Army will oontinue to furnish transportation
1ervices where they are avallable, and an effort 1s being mede to clear this with the
jar Depsriment ss soon ss poseible, Therefore, until further notlos, suoh services
hould be obtmined fran the Armye ga, . oTmen
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SECURITY

_ 20, Porsonmel %o be retainsd by CIG snd who have not previcusly scmpleted a
Personal History Statement (Form 8A-1), semple of whish is enclosed), will be required
to do so immedistely. Completed forms will be forwarded o thls offics as expeditiomsly
as posgible to remoh this offies on or bsfore 1 November 1946,

2l. Deoch Chief of Mission will sulmit to the Washington Office in the form of
a certificate, a list of those persons being retained by CIG whose morals, charecter,
honesty, loyslty, dlacretion and integrity are, in his opinion, beyond question.

22, Chiefs of Waeions will also submit & memorandum to Washington on each
individuel whe he determines should not be reteined by €16 and the resson for such
deternination, and & resommendation on possible future use by CIG.

25+ An operational plan for everseas statlions and miseions is under develop-
ment at the present time. The plans will be forwarded to you under separate cover in
the neer future.

SPECIAL FUNDS

237« Effeotive 20 Cotober 1946, CIG Speolal Funds will be used exclusively
to oontlnue wuph operations as are suthorised snd dirested.

28. This terminstion of SSU and aotivation of CIC motivitiss will require
all Offices, Missions, Posts, snd Ststions, snd Individunls utiliging Speclel Funds
in the field to meke an smsoocunting cut~off €OUB 19 Ootober 1946. :

. 29. A nsw and ‘,m:i:irely independent sot of books {or series of mcoountings
a3 the cass mey be) must be started as of EO Ootober 1946,

30+ The separation as indloated above must be complete and ebsolube from
an eccounting stendpoint.

Sls Speoisl Funds Field Representatives should take the following sction re-
gerding Specisl Funds filee, resords, books and reports:

D Cogyy-
E AL ﬁJi..ﬁ;}ﬁgi:
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(2) Prepare new books, tc be opened as of 20 Dotober 1946 slong the
seners]l lines of SSU books now being utiliged, For Information and guldance
in this dirschtion, a complets set of instructions and provedures are being
ferwarded by Special Funds, Weshingbon, under separate cover, to such poshs us
seourity permits.

(o) How filea, end sush other records that are rmintained, should be prepared
for all individusls, projoets, etc., being trensferved mnd/or remsining active.

(4} 7Yake such other stups as way be nesessary to afford ocorplete sepregation
of' regords.

{e) On 20 Qotober 194¢ and mogibhly thereafter until further motlee, trenifer
to the new books sn emount of forelgn currencles of all types required, estimated
to be adequabe for ono month's operation of CIG activities, In the 58U bookse,
this transfer should be charzed to "Transfers - Washington® with the explanation
"In socerdance with Fashington inetructions by memorendum dated ' In the
C1¢ books, this trensfer should be recorded in a apecial scoount opened in the
conbrol journel under the hsading "Balsnoces Forwarded." A subsidlevry record of
this mccount ehiould be mainteined detailing the éxsgt type, smount and rate of
all funds so transferred. The transfer should be adequete to sover the month’s
opsretions so that edditbnal transfers will not be reguired during the month.

&2+ 45U books and records should be retained snd in the present form. The
new CI0 Speoial Funde scoounting end pay roll prooedure referred to in Psragraph 31(s)
are applicable only to the CLG finenelal records and are not to be epplled to the 85U
financial records during the final liquidstion periocd.

S3« All outstending scoounts snd adveaocses should be oaslled as at 18 October
1946, uhere it iy impussible to obtain sccountings on or near that date, the accountings
should be obbained as soon thereafter as possible. If the periocd covered by mocounting
extends beyond that dete, two asocountings should be rendersd -« one up to and including
19 October 1946, and the other to start with 20 Ootober 1946. As acoountings ere sub-
mitted through 16 Uctober 1946, expenses and nther transsotions should be recorded in
S50 beoks and the balence cubgianding should be trensferrsd to (IC booke in the following
manner ¢

(a) In the tul books, charge or eredit “Wransfers - Washington” itemizing
each trangfer wnd identilying clearly by name or sppropriate symbol with the

sexplanation "In sccordesce with Washington instrustions in memorandum dated
L
-

(b} 1In the CIG books, such transfers should be recorded in the control
journal in the special aoccount deseribed in psregraph 31{e) sbove, mnd details
of each tranafer, including type, amount and exchange rate compriging the balsmoe
as being trensferred, should be resorded in subsidiery records. & . & ® 0 7EEL S

¥4, Upon reoceipt of CIG fuads from Weshington, the procedure for cash tranefers
described in parggraph 3l(e) above should be discontinued, end the cagh balances remaine
ing on S8U books should be held separately and retained pending specific instruotions froe
Hashingbon as to dispositioen,
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35, Old transections, olaims and oblipations Incurred prior to 20 Ootober”
1984¢€ should be liguidated with funds held on the 55U books and resorded thersin,

36 A complebs report should bs issued fronm SSU booke mas af COB 19 Jctober
1946, Beginning with 31 October 1946 and eontimuing until SSU book» are ¢losed,
two separate monthly reporte, on & calendar month basis, should be issued to Washinghbon,
covering the astivities of 857 and 0IG resnectively.

37, Ziere should be ineluded in the monthly CIC reports a schedule of the
socount "Balances forwarded", deteiled to show the amount, type, end rate of all funds
transferred and the amount, type and rate of funde comprising the dalance of advence
accounts transferred.

38« ALl trensfer of mocount notices and othsr memorende iasued after
18 October 1946 should clearly state whether the transsotion is for $8U or CIG records.

59+ Information necessary to establish new pay roll records as of 20 Ogtober
1946 will be found in the forms and instructions issued to handle these forms in that
section of thie letter deselins with Persoconel, .

10. All omtrscts mnd agreements covering recurring services, such as rents
and utilities, now belng Ffinanced with Speoiml Funde should be handled in & menner that
is compatlble with security and operatidnal requirementse

GENERAL
R e .
4ls All forms, reports or other documents reguested herein shall be

clasrified accordlng to their content. However, the package or packares containing
all of the forms and date requested herein shall be classified end handled as Top

42+ Any questions which arlse in connection with the above proocedures
whioh require clerificabion by Weshington should be requested by cable ag soon es
possible., Likewlse, any additional information which hes not been insluded in the

-oable or this pouch letter will be transmitted to you by oable as the questions

arise.

25X1

I |
Colonel, Infantry

Direotor, S8U
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